Online Filing and Paying of Withholding and

Mineral Production Taxes:

W-2, W-2¢c, 1099, TC-675R, TC-941 and TC-941R

General Information
This publication explains how to file and pay Utah withhold-
ing and mineral production withholding taxes electronically.
Please note:

* You must have a Taxpayer Access Point (TAP) account to
file electronically. Register online at taxexpress.utah.gov.

* You must have the File Withholding Returns, W-2s, TC-
675Rs & 1099s link (located under | Want To) to submit
data for the annual reconciliation process.

e Each withholding form must include your FEIN and Utah
withholding account number. We will reject submissions
without the correct identification.

* You are required to submit W-2s and required 1099 forms
in a fixed length (.txt) file if you have 250 or more to file.

* Your upload files must be text files with a lowercase .txt
extension. We will reject all other file types.

e |If you upload a W-2 file in error and need it withdrawn, you
must contact us before 4:30 P.M. Mountain Time on the
same business day. Call us at 801-297-2727, option 4.

e You must be able to provide W-2, 1099, TC-675R and
TC-941R data for at least four years from the due date or
the filing date, whichever is later.

¢ You will not be able to view any details for W-2s, W-2Cs,
1099s or TC-675Rs after you submit them to be pro-
cessed.

* Do not mail any paper copies of returns or forms you file
electronically.

* Your withholding account number and withholding ID are
the same number.

More Information
Get more information:

e Utah withholding taxes — Pub 14, Employer Withholding
Tax Guide, or tax.utah.gov/withholding.

* Mineral production withholding taxes —
tax.utah.gov/utah-taxes/mineral-production

Or contact us:
Email TAPSupport@utah.gov
Phone 801-297-3996 or 1-800-662-4335 ext. 3996

TAP Registration

Register for TAP at taxexpress.utah.gov. Select TAP -
Taxpayer Access Point, and on the TAP main page select
Don’t have a login? Click here to register. The rest of the
registration process depends on how you will use TAP.

After submitting your registration, you will receive an email
message from TAPSupport@utah.gov with an authorization
code and link to finish the registration process. You will have
access to the File Withholding Returns, W-2s, TC-675Rs &
1099s link after you complete the registration process.
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Business owner who wants to manage a

business’s withholding account
To file new and view past returns, forms, correspon-
dence, payment activity, etc., for your own withholding
tax account, you need your withholding tax account
number (ending in WTH) and either your Withholding Tax
PIN or the tax amount from the last return posted to your
account. Choose one of the following options:

1. My business account(s) - if you are registered with
Utah under a Federal EIN; or

2. My sole proprietor business account(s) - if you are
registered with Utah under your Social Security
number.

Tax preparer managing a client’s tax
account
To file returns for your client and to view your client’s past
returns, correspondence and payment activity, you need
your client’s withholding tax account number (ending in
WTH) and either their Withholding Tax PIN or the tax
amount from the last return posted to their account.

Choose option 3 - Manage my client’s (3rd Party)
account(s). You must first sign up for TAP access using
your own Federal EIN or SSN (not your client’s). Get
your client’s account information from your client. Log in
to TAP as yourself, and click Add Access to an Account.

Note: Your client must already have a TAP logon for you
to add access to their withholding tax account.

File returns with NO account access

(business owner or tax preparer)
If you do not need to see historical withholding tax
account information, choose option 4 - Submit my client’s
Withholding returns/documents and/or Mineral Produc-
tion Withholding. You do not need a withholding tax
account number or PIN to register using this method,
and your client does not need a TAP logon. Sign up
under your own FEIN.

Filing Methods

You may file your withholding electronically in one of the
following ways:

1. TAP
Enter information for each individual into an online
W-2 form, upload fixed-length files or enter information

for each individual into the Tax Commission’s Excel
template and import it into TAP.

See filing instructions below.
2. Withholding Web Service

For filers who submit large volumes of returns and forms.
Upload fixed-length files.

Your own developers must create the necessary
interface. Steps to file using the web service are specific
to the interface you create. Consult with your developer
for upload instructions.
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See data descriptions and file layouts below. Also see
the Withholding Web Service Developer Handbook at
tax.utah.gov/developers.

Payment Options
Pay your tax liabilities by:

* ACH credit — You initiate this payment through

your bank or credit union, which may charge you a
transaction fee. For more information and the ap-
plication form, see Electronic Funds Transfer - EFT at
tax.utah.gov/billing/payments.

E-check — You authorize the Tax Commission to initiate
this payment at taxepress.utah.gov. There is no transac-
tion fee.

Credit card — Pay with your American Express, Discover,
Visa or MasterCard at taxexpress.utah.gov. Convenience
fees apply to credit card payments.

TAP Filing Instructions

Manually Enter Returns and Forms
When using this option, use the Save and Continue
option to avoid losing data. We recommend using our
Excel template to import your data if you are reporting
more than ten forms. See the Import Returns section
below for instructions.

Forms W-2, W-2C, 1099 and TC-675R:

1.

Log onto TAP. Click on the File Withholding Returns,
W-2s, TC-675Rs & 1099s link (located in the upper right-
hand corner under | Want To).

Select the form you wish to file. See the Quick Tip section
at the top of each web page for more instructions.

Choose Manual Entry.
Enter required information for Step 1.

Click Step 2, then click the Add another W-2 link to enter
data. See Quick Tip to add more forms. Click OK after all
forms are entered.

Check the Legal Disclaimer box and click Submit.
Enter your password and click OK.

You will see a message with your submission type and
confirmation number.

Returns TC-941 and TC-941R for ONE
withholding account:

1.
2.
3.

N o o M

Log onto TAP.
Select the account type.

Click the period for which you are filing. Click File or
amend a Return. Click the File Now link for the return you
are filing.

Enter the amounts.
Check the Legal Disclaimer box and click Submit.
Enter your password and click OK.

You will see a message with your submission type and
confirmation number.

Returns TC-941 and TC-941R for
MULTIPLE withholding accounts:

1.

Log onto TAP. Click on the File Withholding Returns,
W-2s, TC-675Rs & 1099s link.
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Select the return you wish to file. See the Quick Tip
section at the top of each web page for more instructions.

Choose Manual Entry.

Click Enter TC-XXX information and click Add another
TC-XXX to enter data. See Quick Tip to add more forms.
Click OK after all forms are entered.

Check the Legal Disclaimer box and click Submit.
Enter your password and click OK.

You will see a message with your submission type and
confirmation number.

Import Returns, W-2s and 1099s

Using Excel Templates
You can submit your TC-941 and TC-941R returns, W-2s,
and 1099s using an Excel template. This option is recom-
mended if you are filing more than ten forms of a single
type and do not have software to create a .txt file.
Download the template from our website. You may not use
any other template.

Follow the instruction on the template and save as an .xls

file.

1.

Log onto TAP. Click on the File Withholding Returns,
W-2s, TC-675Rs & 1099s link.

Select the form you wish to file. See the Quick Tip section
at the top of each web page for more instructions.

Choose Excel Import.

4. Click the Import button.

8.
9.
10.
11.

Click Browse or Choose File and find the Excel file you
are importing.

Double click on your file. The system will process and
validate your file.

a. If there are errors found in the template, they will be
indicated in red.

b. Open your Excel file, correct errors and save your file.
c. Import the corrected Excel file as before.

When there are no errors, you will see a summary of
your return(s).

Verify the information is correct.
Check the Legal Disclaimer box and click Submit.
Enter your password and click OK.

You will see a message with your submission type and
confirmation number.

Upload Fixed-length Files
You can submit the following returns and forms in a fixed
length file:

* TC-941 & TC-941R
e W-2 & W-2¢

* 1099

e TC-675R

This file type is generally created by a software application
and must be file type .txt (lowercase).

Follow these steps to upload W-2 data:

1.

Log onto TAP. Click on the File Withholding Returns,
W-2s, TC-675Rs & 1099s link (located in the upper right-
hand corner under | Want To).
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. Select the form you wish to file. See the Quick Tip section
at the top of each web page for more instructions.

. Choose Fixed Length File Upload.

4. Click Add next to Attachments.

. Select the type of W-2 data you are submitting from the
dropdown menu.

. Click Browse or Choose File to find your .txt file.

Double click on your file. The system will process and
validate your file.

If there are errors, the first 25 will be displayed. Correct
the errors, and then re-validate your file and click Save.

If there are no errors, you will see your files under Attach-
ments.

TI-02, Rev. 1/17

10. Check the Authority box and click Submit.
11. Enter your password and click OK.

12. You will be given a confirmation number for a successful
transmission.

You will get an email if your file did not update to your
account.

General Information for File
Layouts

Unless otherwise noted, left-justify alphanumeric fields and
fill with spaces.

Do not use hyphens or dashes.

For all amount fields, right-justify and zero-fill. Do not enter
spaces in amount fields.
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Appendix A - Reporting W-2 Data

Data Record Descriptions

The Tax Commission accepts the EFW2 format used by the
SSA with modifications to the State Record (Code RS).
This publication does not include a detailed description of
the file layout. See SSA publication EFW2 for information
about the SSA filing format.

In addition to using the EFW2 format, you must make the
following adjustments to upload the file:

e The W-2 file must be a text file with a lowercase .txt exten-
sion. We will reject all other file types.

e Each record must be on its own line. We will reject
wrapped files.

e Each line of the file must be 512 characters in length
followed by a carriage return and a line feed.

The following is a brief description of the data records.
The file must be complete because the Tax Commission
processes the entire file.

The length of each record is 512 bytes.

Submitter Record: Code RA (Required)
The Code RA record identifies the file submitter. This is
the only occurrence of this record on the EFW?2 file. The
submitter’s EIN must be the same as the EIN that was
registered for TAP login.

Employer Record: Code RE (Required)
The Code RE record identifies an employer, including the
EIN, whose wage and tax information is being reported.
Every Code RE record must be followed by at least one
Code RW record and one Code RS record for Utah. Create
a new Code RE record each time you need to change the
Utah withholding account number.

The EIN must belong to the employer’s withholding account
number. (This is the EIN that was given to the Tax Commis-
sion when the withholding account was opened.)

If the file rejects because the EIN does not match the one
the Tax Commission has for your account and the EIN in the
file submission is correct, fax us a copy of your IRS con-
firmation letter or other IRS correspondence showing your
business name and withholding account number so we can
update your account. Fax this to 801-297-3573.

If the EIN is wrong in the RE record, replace the wrong
EIN with the correct EIN and resubmit your file. Also send
corrected W-2c¢’s to your employees.
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Employee Wage Records:
Code RW (Required)
Code RO (Optional)
The Code RW and the optional Code RO records supply the
federal income/wage and tax information for employees of
the employer identified in the most recent Code RE record.

State Record: Code RS (Required for Utah)
The Code RS record is required for Utah. The Code RS
record supplies state income/wage and tax information for
employees of the employer identified in the most recent
Code RE record.

This record must contain the employer’s Utah withholding
account number.

The Code RS record must follow its related Code RW record
or its related optional Code RO record. It can follow another
related Code RS record if it is the same employee and the
data is for a different state. The required fields for this record
are defined later in this appendix.

All money fields are numeric and must contain dollars and
cents with no decimal point. Do not round to the nearest
dollar (example: $5,500.99 is entered as 00000550099). Do
not use any punctuation or embedded signs in money fields.
Negative (credit) money amounts are not allowed. High-order
signed fields are not allowed. Right-justify and zero-fill all
money fields. If a money field does not apply, enter zeros.

Total Records: Code RT (Required)
Code RU (Optional)
For each Code RE record, there must be a Code RT record
that contains the federal income/wage and tax totals for all
Code RW records. If you include optional Code RO records,
you must also create an optional Code RU record for each
Code RE record.

State Total Record: Code RV (Optional)
Code RV is an optional record type. If included in the
submission, the record will be ignored. If used, it should
follow the RU Total Record (optional). If no RU Total Record
is in the submission, the RV record should follow the RT
Total Record.

For a full description of the RV record, see SSA publication
Specifications for Filing Forms W2 Electronically (EFW2).

Final Record: Code RF (Required)
The Code RF record indicates the end of the file. The Code
RF record occurs only once and must be the last record in
the file. This is the total record for the submission. Do not
create a file that contains any data recorded after the Code
RF record.
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Layout for State Record — GCode RS

For more information, see SSA Publication EFW2.

Location Field Name Length
1-2 s Record Identifier .........coooeviviiiiiiiiiiiieec e 2
3-4 State Code.....vvivviiiiiiiiee e 2
59 ... 1= ST 5
10-18.......... Employee Social Security Number ................... 9
19-33 ........ Employee’s First Name .........ccccceviiiiiinenns 15
34-48 ........ Employee’s Middle Name or Initial.................. 15
49-68 ........ Employee’s Last Name .........cccoceevieeiiinennne 20
69-72 ........ SUFFIX ettt 4
73-94 ... Location AdAress ......ccccoecueeeeeeiiiiiieeeeesieenn. 22
95-116 ...... Delivery Address ........ccceevceieiiieeeiieeeeiee e 22
T17-138 .. Gy oo 22
139-140 .... State Abbreviation ..........ccccceviiiiiiiini, 2
141-145 ... ZIp COAE ...ooviiiiiiiiie e 5
146-149 .... Zip Code EXtension .........cccccveeeeeviiiiieeeeeninnes 4
150-154 .. Fller .o 5
155-177 .... Foreign State/Province .........ccccccvveeeiiieennns 23
178-192 .... Foreign Postal Code .........ccccvviiiiiiieeiiieeenes 15
193-194 ... Foreign Country COde ........cccoovvviriieeniniennnen. 2
195-247 . FIller oo 53
248-267 .... Utah Withholding Account ID ............cccceenee. 20
268-273 ... Filler oo 6
274-275 ....State Code .....ooeviiiiiiiiiieeiee e 2
276-286 .... State Taxable Wages ...........cccocceviiiiieieenne. 11
287-297 .... State Income Tax Withheld ..........ccccoecviiennen. 11
298-512 ... Filler .ceeiiiiiiei e 215

Examples of Record Sequence

Example 1
Report for one employer with 38 employees. (No Code RO or
RU records)

RA  ACE TRUCKERS

RE ACE TRUCKERS

RW 38 sets of code RW
RS and RS records

RT

RF
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Comments

Constant RS

Enter the FIPS postal numeric code. Use 49 for Utah.
Fill with spaces. Do not leave blank.

Employee’s Social Security number. If not available, enter zeros.
Do not enter hyphens or spaces. THIS IS A REQUIRED FIELD.

Employee’s first name

Employee’s middle name or initial

Employee’s last name

Enter an alphabetic suffix (e.g., JR)

Employee’s location address (attention, suite, room, number, etc.)
Employee’s delivery address

Employee’s city

The standard FIPS postal alphabetic abbreviation. For a foreign
address, enter spaces.

Enter a valid ZIP code. For a foreign address, enter spaces.

Four-digit ZIP code extension. For a foreign address, enter
spaces.

Fill with spaces. Do not leave blank.
Foreign state or province

Foreign postal code

Foreign country code

Fill with spaces. Do not leave blank.

This number is located on the employer’s withholding return. Do
not enter hyphens. The number is 14 characters long (11 nu-
meric followed by “WTH?”). Left-justify and fill with spaces. THIS
IS A REQUIRED FIELD.

Fill with spaces. Do not leave blank.
Enter the FIPS postal numeric code. Use 49 for Utah.

Utah taxable wages. Right-justify and zero-fill. Do not enter deci-
mal points. Do not round to the nearest dollar.

Utah income tax withheld. Right-justify and zero-fill. Do not enter
decimal points. Do not round to the nearest dollar.

Fill with spaces. Do not leave blank.

Example 2
Report for one employer with 6 employees. (With Code RO
and RU records)

RA  ACE TRUCKERS

RE ACE TRUCKERS

RW

RO } 6 sets of code RW,
RS RO and RS records
RT

RU

RF
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Example 3

Report for three employers. (No Code RO or RU records)

RA PAYROLL SERVICE INC
RE SMITH CANDIES

RW 25 sets of code RW
RS } and RS records

RT

RE BUSINESS PAPER CO
RW } 163 sets of code RW
RS and RS records

RT

RE RIGGS ROCK AND GRAVEL
RW 56 sets of code RW
RS and RS records

RT

RF

Example 4

Report for three employers. (With Code RO and RU records)

RA  PAYROLL SERVICE INC
RE SMITH CANDIES

RW
RO } 980 sets of code RW,
RS RO and RS records
RT

RU

RE SMITH REFINERY

RW
RO } 238 sets of code RW,
RS RO and RS records
RT

RU

RE BROWNS DAIRY

RW
RO } 3 sets of code RW,

Layout for State Total Record — Code RV
(optional for Utah)

For more information, see SSA Publication EFW2.
Location Field Name

Examples of Record Sequence

Example 1

Report for one employer with 38 employees. (No Code RO or
RU records)

RA  ACE TRUCKERS

RE ACE TRUCKERS

RW 38 sets of code RW
RS and RS records

RT

RV

RF

Example 2

Report for one employer with six employees. (With Code RO
and RU records)

RA  ACE TRUCKERS
RE ~ ACE TRUCKERS

RW
RO } 6 sets of code RW,
RS RO and RS records
RT
RU
RV
RF

TI-02, Rev. 1/17

RS RO and RS records
RT
RU
RF
Comments

Constant RV
Defined by user. Utah does not use.

Example 3

Report for three employers. (No Code RO or RU records)

RA PAYROLL SERVICE INC
RE SMITH CANDIES

RW } 25 set of code RW
RS and RS records

RT

RV

RE BUSINESS PAPER CO
RW 163 sets of code RW
RS } and RS codes

RT

RV

RE RIGGS ROCK AND GRAVEL
RW 56 sets of code RW
RS } and RS records

RT

RV

RF
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Example 4
Report for three employers. (With Code RO and RU records)

RA  PAYROLL SERVICE INC
RE SMITH CANDIES

RW
RO } 980 sets of code RW,
RS RO and RS records
RT

RU

RV

RE SMITH REFINERY

RS RO and RS records
RT

RU

RV

RE BROWNS DAIRY

RW
RO } 238 sets of code RW,

RW
RO } 3 sets of Code RW,
RS RO and RS records
RT
RU
RV
RF
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Appendix B - Correcting W-2 Data

Data Record Descriptions

The Tax Commission accepts the EFW2C format used by
the SSA (with modifications to the RCS Record — see
Layout for State Record — Code RCS) to correct previously-
submitted W-2 files. This publication does not include a
detailed description of the file layout. See SSA publication
EFW2C for information about the SSA filing format. Cor-
rection files must contain all record types required by the
SSA. Include correction records only for W-2s that require
corrections.

You must amend your reconciliation to correct your EIN or
Utah tax liability if the Tax Commission has already accepted
W-2c data in EFW2C format.

If changing the state code from another state to Utah, an
EFW2C file is not required. You must submit the data as a
first-time submission via a W-2 file in the EFW2 format.

If changing the state code from Utah to another state, submit
W-2c¢ data in EFW2C format. Follow the specifications for
columns 394-397 of the RCS record.

In addition to using the EFW2C format, you must make the
following adjustments to upload a file:

e The W2C file must be a text file with a lowercase .ixt
extension. We will reject all other file types.

e Each record must be on its own line. We will reject
wrapped files.

e Each line of the file must be 1,024 characters in length
followed by a carriage return and a line feed.

The following is a brief description of the data records.
The file must be complete because the Tax Commission
processes the entire file.

The length of each Record is 1024 bytes.

Submitter Record: Code RCA (Required)
The Code RCA record identifies the organization submitting
the file. This is the first and only occurrence of this record on
the EFW2C file. The submitter’s EIN must be the same as
the EIN that was registered for TAP login.

Employer Record: Code RCE (Required)
The Code RCE record identifies an employer, including the
EIN, whose wage and tax information is being reported.
Every Code RCE record must be followed by at least one
Code RCW record and one Code RCS record for Utah. Cre-
ate a new Code RCE record each time you need to change
the Utah withholding account number on this record.

The EIN must belong to the employer’s withholding account
number. (This is the EIN that was given to the Tax Commis-
sion when withholding account was opened.)

If the file rejects because the EIN does not match the one
the Tax Commission has for your account and the EIN in
your file submission is correct, fax us a copy of your IRS
confirmation letter or other IRS correspondence showing
your business name and withholding account number so we
can update your account. Fax this to 801-297-3573.

If the EIN is wrong in the RCE record, replace the wrong
EIN with the correct EIN and resubmit your file. Also send
corrected forms W-2c¢ to your employees.
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Employee Wage Records:
Code RCW (Required)
Code RCO (Optional)
The Code RCW and the optional Code RCO records supply the
federal income/wage and tax information for the employees of
the employer identified in the most recent Code RCE record.

State Record: Code RCS (Required for Utah)
The Code RCS record is required for Utah. The Code RCS
record supplies state income/wage and tax information for
employees of the employer identified in the most recent
Code RCE record. The Code RCS record must contain the
payer’s Utah withholding tax account number.

The Code RCS record must follow its related Code RCW
record or its related optional Code RCO record. It can follow
another related Code RCS record if it is the same employee
and the data is for a different state. The required fields for
this record are defined later in these instructions.

All money fields are numeric and must contain dollars

and cents with the decimal point assumed. Do not round

to the nearest dollar (example: $5,500.99 is entered as
00000550099). Do not use any punctuation or embedded
signs in money fields. Negative (credit) money amounts are
not allowed. High-order signed fields are not allowed. Right-
justify and zero-fill all money fields. If a money field does not
apply, enter zeros.

Total Records: Code RCT (Required)
Code RCU (Optional)
For each Code RCE record, there must be a Code RCT
record that contains the federal income/wage and tax totals
for all Code RCW records. If you include optional Code RCO
records, you must also create an optional Code RCU record
for each Code RCE record.

State Total Record: Code RCV (Optional)
Code RCV is an optional record type. If included in the
submission, the record will be ignored. If used, it should fol-
low the RCU Total Record (Optional). If no RCU Total Record
is in the submission, it should follow the RCT Total Record.

For a full description of the RCV record layout, see SSA
publication Specifications for Filing Forms W2-C Electroni-
cally (EFW2C).

Final Record: Code RCF (Required)
The Code RCF record indicates the end of the file. The Code
RCF record occurs only once and must be the last record on
file. This is the total record for the submission. Do not create a
file that contains any data recorded after the Code RCF record.
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State Record Layout — Code RCS

For more information, see SSA Publication EFW2C.

Location Field Name Length
1-3 s Record Identifier .......ccccoeviiiiieiiiiiiee e 3
4-5 . State Code ....uvvviveiiiiee s 2
6-15 .......... 1= PR 10
16-24 ........ Employee’s Originally Reported SSN................ 9
25-33 ......... Employee’s Correct Social Security Number-....9
34-48 ........ Employee’s Originally Reported First Name... 15
49-63 ......... Employee’s Originally Reported.............c..c..... 15
Middle Name or Initial
64-83 ........ Employee’s Originally Reported Last Name ..20
84-98 ......... Employee’s Correct First Name ...................... 15
99-113....... Employee’s Correct Middle Name or Initial..... 15
114-133 ..... Employee’s Correct Last Name ...................... 20
134-155 ... Location AdAress ........ccccceveeveciiieeeeeiiiiieeeenne 22
156-177 .... Delivery Address .........ccccevvieeriiiieniieeesiee s 22
178-199 ... CItY eeeieeeee e 22
200-201 .... State Abbreviation ...........ccccoviveeiiiiiiniiec e 2
202-206 .... ZIp COAE ..oooeieiiiiiieeiee et 5
207-210 .... Zip Code EXtension ........cccccocveeevieiiniiieeiiiieene 4
211-215...... FIIET e 5
216-238 .... Foreign State/Province .........ccccviveviiicinnnen. 23
239-253 .... Foreign Postal Code ........ccccooveiiiiiiiininiinnnnn. 15
254-255 ..... FHIET wee e 2
256-257 .... Foreign Country Code ........ccoceveviiiiniieciiieenne 2
258-343 ... Filler....cooieiiiiiieiieeee e 86
344-368 ..... Originally Reported Utah Withholding............. 20
Account ID
364-383 ..... Correct Utah Withholding Account ID ............. 20
384-393 ..... FRIET et 10
394-395 ..... Originally Reported State Code............ccccveene 2
396-397 ..... Correct State Code.........ccovvviuveeiiiiieiiieciiieee 2
398-408 .... Originally Reported State Taxable Wages ...... 11
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Comments

Constant RCS. THIS IS A REQUIRED FIELD.

Enter the FIPS postal numeric code. Use 49 for Utah.
Fill with spaces. Do not leave blank.

Use this field only if employee’s SSN was reported incorrectly on
the original report. If SSN was correct, enter spaces.

Enter employee’s correct SSN. Only enter numeric characters.
If the SSN is not known, enter zeros. THIS IS A REQUIRED
FIELD.

Use only if employee’s first name was reported incorrectly on the
original report. If first name was correct, enter spaces.

Use only if employee’s middle name or initial was

reported incorrectly on the original report. If middle name or
initial was correct, enter spaces.

Use only if employee’s last name was reported incorrectly on the
original report. If last name was correct, enter spaces.

Enter employee’s correct first name. If first name is not known,
enter spaces. THIS IS A REQUIRED FIELD.

Enter employee’s correct middle name or initial. If the middle
name or initial is not known, enter spaces. THIS IS A RE-
QUIRED FIELD.

Enter employee’s correct last name. If the last name is not
known, enter spaces. THIS IS A REQUIRED FIELD.

Employee’s location address (attention, suite, room, number, etc.)
Employee’s delivery address
Employee’s city

The standard FIPS postal alphabetic abbreviation. For a foreign
address, enter spaces.

Enter a valid ZIP Code. For a foreign address, enter spaces.

Four-digit ZIP Code extension. For a foreign address, enter
spaces.

Fill with spaces. Do not leave blank.
Foreign state or province

Foreign postal code

Fill with spaces. Do not leave blank.
Foreign country code

Fill with spaces. Do not leave blank.

Use only if Utah withholding account number was reported
incorrectly on the original report. If withholding account number
was correct, fill with spaces. THIS IS A REQUIRED FIELD.
Enter the correct Utah withholding account number. Do not enter
hyphens. This number is located on the employer’s withhold-

ing return. The number is 14 characters long (11 numeric digits
followed by “WTH?”). Left-justify and fill with spaces. THIS IS A
REQUIRED FIELD.

Fill with spaces. Do not leave blank.

Use only if changing a Utah W-2 to a non-Utah W-2. If state code
was correct, fill with spaces.

Enter the FIPS postal numeric code. Use 49 for Utah. THIS IS A
REQUIRED FIELD.

Use only if state taxable wages were reported incorrectly on the
original report. If wages were correct, enter spaces.
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409-419 ..... Correct State Taxable Wages.........cccccceeveennne. 1. Enter correct state taxable wages, using only numeric charac-
ters. If not making a correction, enter spaces.

420-430 ..... Originally Reported State Income Tax Withheld . 11 ...... Use only if state income tax was reported incorrectly on original
report. If income tax withheld was correct, enter spaces.

431-441 ... Correct State Income Tax Withheld................. 1. Enter correct state income tax withheld using only numeric char-
acters. If not making a correction, enter spaces.

442-1024 ... FIller ..coeiiiie e 583 ..... Fill with spaces. Do not leave blank.

State Total Record Layout — Code RCV (optional for Utah)

For more information, see SSA publication EFW2.

Location Field Name Length Comments
1-3 s Record ldentifier .......ccccoevvvvveveveeeeiieeeeeeeeeeeee, 3....... Constant RCV.

4-1024 ....... Blank.......oooeiiiiiie e 1021 ....... Defined by user. Utah does not use.
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Appendix C - Reporting of 1099 Data

Data Record Descriptions
The Tax Commission accepts the format used by the
IRS with modification to the Payee Record, Code B.
This publication does not include a detailed description
of the file layout. For information about the IRS filing
format, see IRS Publication 1220, Specifications for Fil-
ing Forms 1098, 1099, 5498 and W-2G Electronically
(irs.gov/publirs-pdf/p1220.pdf). Note: You only need to file
1099 information with Utah when Utah income tax has been
withheld.

In addition to using the 1099 format, you must make the
following adjustments to upload a file:

e The 1099 file must be a text file with a lowercase .txt
extension. We will reject all other file types.

e Each line of the file must be 750 characters in length
followed by a carriage return and a line feed.

The following is a brief description of the data records.
The length of each Record is 750 bytes.

Transmitter Record: Code T (Required)
The Code T record identifies the file transmitter. This is the
first record on the file layout. There can be only one file and
one Code T record on the file. Multiple files or multiple Code
T records cannot be processed.

Payer Record: Code A (Required)
The Code A record identifies the payer. Every Code A record
must be followed by at least one Code B record. You must
create a Code A record every time you need to change to a
different form type code.

The EIN must belong to the payer’s withholding account
number (this is the EIN that was given to the Tax Commis-
sion when withholding account was opened).

If the file rejects because the EIN does not match the one
we have for your account and the EIN in your file submission
is correct, fax us a copy of your IRS confirmation letter (or
other IRS correspondence) showing your business name
and withholding account number. Fax to 801-297-3573.

If the EIN is wrong in the A record, replace the wrong EIN
with the correct EIN and resubmit your file. Also send cor-
rected 1099 forms to your payees.

Payee Record: Code B (Required)
The Code B record contains payment data. Form 1099 data
for Utah is contained in the Code B record in positions 663-
750. See the IRS description for all other record positions.
The file must be complete because the Tax Commission
processes the entire record. See State Information Layout
below.

End of Payer Record: Code C (Required)
The Code C record consists of the total number of payees
and the totals for the payment amount fields filed by a given
payer and/or a particular form type code. For each Code A
record and group of Code B records on the file, there must
be a Code C record written after the last Code B record for
that payer.

State Totals Record: Code K (Not used in Utah)
Utah does not yet participate in the Combined Federal/
State Filing Program, so the Code K record is not required. If
included in the submission, the record will be ignored.

End of Transmission Record: Code F (Required)
The Code F record is a summary of the number of payers in
the entire file. The Code F record must be written after the
last Code C record (or last Code K record, if included) and
must be the last record on the file.

State Information Layout — Gode B

For more information, see IRS Publication 1220.
1099 Record Layout - Follow IRS Specifications

Location Field Name Length
< 72 662
663-664 ..... State Code.......ooovvveeeiieeieeeeeee e 2
665-678 ..... Utah Account ID.........ooevveiieeiiiiiieeeeeeeees 14
679-691 ..... Utah Distribution Amount...............cevvveeeeeenenns 13
692-722 ..... 1Y 31
723-734 ..... Utah Income Tax Withheld.............cccccceeeeeeens 12
735-746 ..... Local Tax Amount Withheld............cccccoeeeeeel 12
747-750 ..... 1Y 4

TI-02, Rev. 1/17

Comments
Follow instructions in IRS Publication 1220

Enter the standard FIPS postal alphabetic abbreviation, which is
UT for Utah.

Payer’s Utah withholding account number is located on the em-
ployer’s withholding return. Do not enter hyphens. The number is
14 characters (11 numeric digits followed by “WTH”). THIS IS A
REQUIRED FIELD.

Enter the amount of the “gross taxable distribution” to the payee.
Right-justify and zero-fill. Do not enter decimal points.

Fill with spaces. Do not leave blank.

Enter Utah income tax withheld. Right-justify and zero-fill. Do not
enter decimal points.

Not required for Utah. Right-justify and zero-fill.
Fill with spaces. Do not leave blank.
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Appendix D - Reporting of TC-675R Data

Data Record Descriptions
In addition to using the TC-675R format, you must make the
following adjustments to upload a file:
* The TC-675R file must be a text file with a lowercase .txt
extension. We will reject all other file types.

e Each line of the file must be 210 characters in length
followed by a carriage return and a line feed.

The following is a brief description of the data records.

Payer Record - P provides header information for the file.
This is the first record on the file layout.

The EIN must belong to the payer’s withholding account
number (this is the EIN that was given to the Tax Commis-
sion when withholding account was opened).

If the file rejects because the EIN does not match the one
we have for your account and the EIN in your file submission
is correct, fax us a copy of your IRS confirmation letter (or
other IRS correspondence) showing your business name
and mineral production withholding account number. Fax to
801-297-35783.

If the EIN is wrong in the P record, replace the wrong EIN
with the correct EIN and resubmit your file. Also send cor-
rected forms TC-675R to your payees.

The length of each record is 210.

TC-675R Payer Record Layout

Location Field Name Length
T, Record Identifier ..........ooueueeeeeiiiiiiieieeceeeeeees 1
2-15........... Utah State Account ID ......ccoeeiiiiiiiiiiiiieeeeees 14
16-39 ......... Payer's Name.........ccccoveiniiiiiiiiic e 24
40-64 ......... AdAress 1. .o 25
65-89......... AdAreSS 2. 25
90-104 ....... (O] TP UOSRS 15
105-106 ..... Y £= 1 (= SR 2
107-115..... Ao TSRO 9
116-119...... 1LY 4
120-128 ..... Federal ID (EIN)......cooiiiiiiiieieee e, 9
129-132..... L= (- | S 4
133-210...... 1Y 78

TI-02, Rev. 1/17

Comments

Constant P

Utah mineral production withholding account number is located
on the employer’s withholding mineral return. Do not enter
hyphens. The number is 14 characters (11 numeric digits fol-
lowed by “WMP”). Left-justify and fill with spaces. THIS IS A
REQUIRED FIELD.

Enter payer’s name as entered on TC941R for the same tax
year.

Enter first line of the payer’s address.

Enter second line of the payer’s address, if needed.
Enter payer’s city.

Payer’s standard FIPS postal alphabetic abbreviation.

Enter a valid ZIP Code plus four-digit Zip Code extension, no
hyphen. Or use this field for the foreign postal code, if applicable.

Fill with spaces. Do not leave blank.

Payer’s EIN, as entered on TC941R for the same tax year. Do
not enter hyphens or spaces. THIS IS A REQUIRED FIELD.

Enter the tax year being reported.
Fill with spaces. Do not leave blank.
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TG-675R Recipient Record Layout

Recipient Record - R - Contains data for each recipient. This is the layout for the second and subsequent records in the file.
The length of each record is 210 bytes.

Location  Field Name Length Comments

| I Record Identifier .........ooooeviiiiieiiiiiiiieee e 1. Constant R

2-10 .eeeennne ID Number (SSN or EIN) .....oooviiiiiiiiieecen, 9. Recipient’s social security number or EIN. If not known, enter
zeros. Do not enter hyphens. THIS IS A REQUIRED FIELD.

11-23 ......... Utah Tax Withheld............ccccceeiiiiiinieee. 13....... Enter amount from Box 6, Utah mineral production withhold-
ing tax amount. Right-justify and zero-fill. Do not enter decimal
points.

24-36 ......... Utah Gross Production Payment ................... 13....... Enter amount from Box 5, Mineral production gross payment

made to the recipient during the year. Right-justify and zero-fill.
Do not enter decimal points.

37-49 ......... Withholding Exempt Amount ............cccceevneen. 13....... Enter amount from Box 7, Gross production payment amount
paid to recipient during the year, not subject to Utah withholding.
Right-justify and zero-fill. Do not enter decimal points.

50-87 ......... FAller ... 38....... Fill with spaces. Do not leave blank.

88-112........ NAME ..o 25....... Recipient’s name

113-137 ... AdAreSs 1. 25....... Recipient’s address, line 1

138-162 ..... AdAreSS 2.t 25....... Recipient’s address, line 2 (if needed)

163-177 ..... G et 15....... Recipient’s city

178-179 ..... STALE e 2. Recipient’s state

T80-188 ... ZID et 9....... Recipient’s Zip Code or postal code + extension

189-192 ..... FAller ... 4. Fill with spaces. Do not leave blank.

193...ceee. ENtity TYPE woeeeiie e L Enter one of the following recipient entity types: C if corporation,

S if S-corporation, L if limited liability company, P if partnership,
O if limited liability partnership, | if individual, T if trust estate or
fiduciary. THIS IS A REQUIRED FIELD.

194-197 ... TAX YA ..ot 4. Tax Year for recipient’s payment.
198-210 ..... FAller ... 13....... Fill with spaces. Do not leave blank.
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Appendix E - TC-941 & 941R Fixed-length File Instructions

TC-941 Returns and TC-941R FEIN and Account ID’s must be registered with the State of
Reconciliation Data Utah before fiing. '
Note: A file can have multiple header records (batches), but Each line of the file must be 200 characters in length fol-
each batch can only contain 999 records. The maximum file lowed by a carriage return and a line feed.
size is 30 MB.

TG-941 Header Record Layout

Header Record — 01 — Provides header information for the file. This is the first record on the file layout.
The length of each record is 200 bytes.

Location Field Name Length Comments

12 e, Record Identifier ..........ouueveeeeeiiiiiiiiieeeeeeeees 2. REQUIRED FIELD
Constant 01

3-10 ... File Create Date..........cccevviiiiieciieeee e, 8...... Enter the date you created your file. (This field is for the submit-
ter’s reference only.) Use format MMDDYYYY.

11-13......... Number of Returns in File.............ooovvvvvieeeeenen. T REQUIRED FIELD

Enter the total number of TC-941 (A2) records in this batch
using a whole number (no more than 999 records in the batch).
Right-justify and zero-fill.

14-200 ....... Filler ... 187....... Fill with spaces. Do not leave blank.

TC-941 Detail Record Layout

Detail Record — A2 — Contains each withholding return’s data. This layout is for the second and subsequent records in the file.
The length of each record is 200 bytes.

Location Field Name Length Comments

1-2 . Record Identifier ..........oovveeeeeeeiieiiieecceeeeeees 2....... REQUIRED FIELD
Constant A2

35 s Record Sequence Number ..........cccocveieenieens CTT REQUIRED FIELD

Ascending numeric sequence number for each A2 record in this
batch. Start with the value ‘001’ and increment with each record.
Right-justify and zero fill.

6-14 ........... Federal EIN.......ccccooiiiieiii e 9....... REQUIRED FIELD
Payer’s EIN with no hyphens or blanks.
15-22 ......... Filing Period Start Date..........c.ccevveeriiineenieens 8. REQUIRED FIELD

First day of the tax filing period. Use format MMDDYYYY. Must

be valid quarter dates for current year and 3 years back.
23-30......... Filing Period End Date...........cccoceevieeincenennen. 8. REQUIRED FIELD

Last day of the tax filing period. Use format MMDDYYYY. Must

be valid quarter dates for current year and 3 years back.

31-31......... Amended Return Flag .......ccccooeeviieiiieec e 1. REQUIRED FIELD
Enter ‘1’ if this is an amended TC-941 or ‘0’ if it is the original.
32-46 ......... Utah Wages .......cooeeiiieieeiiecreeee e 15....... REQUIRED FIELD

Enter amount in dollars and cents without a decimal.
Example: Enter $255.35 as 000000000025535. Right-justify and
zero fill. Utah Wages must be greater than Utah Tax Withheld.
47-61 ......... Federal Tax Withheld ...........cccoooviiiiiiiiieeeees 15...... REQUIRED FIELD
Enter amount in dollars and cents without a decimal.
Example: Enter $255.35 as 000000000025535. Right-justify and
zero fill.
62-76 ......... Utah Tax Withheld .........cccvvvvveveeieeeeeeeeeeeeeeeee, 15....... REQUIRED FIELD
Enter amount in dollars and cents without a decimal.
Example: Enter $255.35 as 000000000025535. Right-justify and
zero fill.

TI-02, Rev. 1/17 page 14



77-77 ......... Stop Paper Forms Flag.........ccooeeiiiiiinniiennienne 1.
78-78 ......... Close Account Flag.......cccceerieriieeneeiiieenieeiene 1.
79-92 ......... Utah Withholding Account ID..........ccccevvvennnee 14......
93-200........ FIIET we e 108.......

Enter ‘1’ if you do not want to receive paper forms. Enter ‘0’ to
continue receiving paper forms.

Enter ‘1’ to close the account. Enter ‘0’ to keep the account open.

REQUIRED FIELD
This number is 14 characters (11 digits followed by ‘WTH’). Do
not enter hyphens or spaces.

Fill with spaces. Do not leave blank.

TG-941R Header Record Layout

Header Record — 01 — Provides header information for the file. Th
The length of each record is 200 bytes.

Location Field Name Length

1-2 e, Record Identifier .......cccccvvvvvviveeeiiieieieeeeeeeeeee, 2.
3-10........... File Create Date.........ccccovvvrvvereveiieieeeeeeeeeeeeeenn 8.......
11-13......... Number of Returns in File........cceevveeeveveeeeeennnnn. TR
14-200 ....... 1= SR 187.......

is is the first record on the file layout.

Comments

REQUIRED FIELD
Constant 01

Enter the date you created your file. (This field is for the submit-
ter’s reference only.) Use format MMDDYYYY.

REQUIRED FIELD
Enter the total number of TC-941R (A4) records in this file using
a whole number (no more than 999 records in the batch). Right-
justify and zero-fill.

Fill with spaces. Do not leave blank.

TG-941R Detail Record Layout

Detail Record — A4 — Contains each reconciliation return’s data. This layout is for the second and subsequent records in the file.

The length of each record is 200 bytes.

Location Field Name Length

1-2 Record Identifier .........cooovviiiiieiiiiiiee e 2.
35 e Record Sequence Number ...........ccceeviiiennen. 3.
6-14 .......... Federal EIN.........coooiiieeiiieiee e 9......
15-22 ......... Filing Period End Date.............cccccoiniiiiicnnens 8.......
23-23 ......... Amended Return Flag ........ccccooeiciiiiniiiene 1.
24-38 ......... Total Number of W-2S, .......vvvveveeeiiieiiieeeeeeeen. 15.......
39-53......... Total Utah Wages..........ccceeeiiiiiiciiiiieee 15.......
54-68 ......... Total Federal Tax Withheld............ccccoevveernnen. 15.......
69-83......... Total Utah Tax Withheld ............cccooieeiiiiennnen. 15.......
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Comments

REQUIRED FIELD

Constant A4

REQUIRED FIELD

Ascending numeric sequence number for each A4 record in this
batch. Start with the value ‘001’ and increment with each record.
Right-justify and zero fill.

REQUIRED FIELD

Payer’s EIN with no hyphens or blanks.

REQUIRED FIELD

Last day of the tax filing period. Use format MMDDYYYY. Must
be valid year end date for current year and 3 years back.
REQUIRED FIELD

Enter ‘1’ if this is an amended TC-941R or ‘0’ if it is the original.
REQUIRED FIELD

Whole number. Right-justify and zero fill

REQUIRED FIELD

Enter amount in dollars and cents without a decimal.

Example: Enter $255.35 as 000000000025535. Right-justify and
zero fill. Total Utah Wages must be greater than Total Utah Tax
Withheld

REQUIRED FIELD

Enter amount in dollars and cents without a decimal.

Example: Enter $255.35 as 000000000025535. Right-justify and
zero fill.

REQUIRED FIELD

Enter amount in dollars and cents without a decimal.

Example: Enter $255.35 as 000000000025535. Right-justify and
zero fill.
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84-98 ......... Utah Tax Withheld Q1 ..o 15.......
99-113 ....... Utah Tax Withheld Q2............c.ccooviiiiininnne 15.......
114-128 ..... Utah Tax Withheld Q3 .......ccccoiiiiiiiiiee 15.......
129-143 ... Utah Tax Withheld Q4 .........ccoooiiiiiiiiieee 15.......
144-144 ..... Close Account Flag........ccccoeiereiinenniiinienieens 1.
145-158 ..... Utah Withholding Account ID..........cccccevveennnee 14.......
159-200 ..... FIller oo 42.......
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REQUIRED FIELD

Enter 1st quarter Utah tax withheld in dollars and cents with-
out a decimal. Example: Enter $255.35 as 000000000025535.
Right-justify and zero fill.

REQUIRED FIELD

Enter 2nd quarter Utah tax withheld in dollars and cents without
a decimal. Example: Enter $255.35 as 000000000025535.
Right-justify and zero fill.

REQUIRED FIELD

Enter 3rd quarter Utah tax withheld in dollars and cents with-
out a decimal. Example: Enter $255.35 as 000000000025535.
Right-justify and zero fill.

REQUIRED FIELD

Enter 4th quarter Utah tax withheld in dollars and cents with-
out a decimal. Example: Enter $255.35 as 000000000025535.
Right-justify and zero fill.

Enter ‘1’ to close the account. Enter ‘0’ to keep the account open.
REQUIRED FIELD

This number is 14 characters (11 digits followed by ‘WTH’). Do
not enter hyphens or spaces.

Fill with spaces. Do not leave blank.
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